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	Objective

	
	Seeking anaccountant position to contribute my bookkeeping and office management skills to an organization offering opportunity for improvement. 
	

	Summary

	
	An ability to work under pressure in a fast paced, time sensitive environment. I’m hard working, results oriented and enjoy working in teams.I possess strong interpersonal and organizational skills.I am a highly motivated, detail-oriented and smart Accountancy professional, pursuing ACCA certification to build a successful career as Chartered Accountant

	Work experience

	
	( Abu Dhabi, UAE)

Duration: April 2008 – August 2010
Role : Accountant
Area of work: Debt Control & Banking (April’08-April’09)
Responsibilities: 

· Responsible for the outstanding collection of the company in different location (Dubai-Bahrain-Kuwait-Qatar-Syria).
· Liaison with the administrative heads of different countries for outstanding collection & non clearance of payment.
· Keeping a check on monthly receivables activity while making sure that that billing, collection, and reporting activities are carried out as per specified dates.
· Prepare cash flow report on monthly basis, based on estimated cash inflow & outflow.
· Reconcile bank balances, record general ledger entries from different location.
Area of work: Cash (May’09- August’10)
Responsibilities:
· Responsible for checking, getting approval and recording the petty cash vouchers into accounting system.
· Prepare monthly, employee loan, petty cash reports and forwarding it to HR Dept for necessary addition and deletion.
· Preparing, processing & paying sales commission on quarterly basis to sales personal based in different location.

· Reconcile all cash accounts & generate cash report for approvals.

CITI BANK (Mumbai, India)
Duration: August 2006 – August 2007

Role: Trainee

Area of work: Clearing operations (Corporate & Investment Banking)
Responsibilities: 
· Responsible for preparation of periodic Management InformationSystems of the clearing statusand reporting to the management.
· Co-coordinating with various branches of the bank for referrals and queries.
· Handling clearing differences and settlement of Receivables and Payables forclearing.
· Co-coordinating with Reserve Bank of India(RBI)and member banks for clearing differences.
· Uploading daily report of Clearing Payables & Receivables on the RBI site as perRBI guidelines.
· Solving queries of branches and customers to their satisfaction.
· Responsible for generating the hand off on the system for the record management unit based in Chennai.
· Reconciliation of the RBI charges for clearing department (Mumbai).  

	education

	
	· Currently pursuing ACCA ( Association Of Chartered Certified Accountants)

· Bachelor of Commerce - Universityof Mumbai.
· Graduate Program (GNIIT) from NIIT Ltd., Mumbai in Software and SystemsEngineering.

	 skills

	
	· Through in accounting & costing  concepts
· Excellent Numerical, Analytical and problem solving skills with strong understanding of business processes.
· Excellent computing skills particularly in Microsoft Office and computerized accounting software.
· Windows operating systems (Windows 98, XP, Vista).

	ExtrAcurricular activities

	
	· Took Part in all India color contest in 1997.

· Successfully completed the MaharashtraCadet Corps training in 1999.

· Played inter collegiate cricket tournament in 2003.


	Languages

	
	English, Hindi, Marathi, Malayalam

	Interest & ACTIVITIES

	
	Listening to Music, Traveling, Swimming, Photography

	Personal Information

	
	UAE Driving License 

Visa : Student Visa
Date Of Birth: 21st October 1984
Nationality: Indian                                     
Religion: Hindu

Marital status: Single




